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Holl (:f'::c:r s T. Je Submitted to the Records Manageninht Division ) O C
Commission ‘Holl of Records Commission m’G! 1 Lo

2. Division or Bureau of Requesting Agency

‘ Requesting Agency
PRINCE GEORGE'S COUNTY .

CLERK OF CIRCUIT COURT

Dispose of present accumulation. No

odditional . accumulation is antici-
pated. Records have ceosed to have value
to warrant retention.

© 3. Authorization Requested (Check. only one of the squares below)

. Microfilm and  destroy origino!s.
Originals if not microfilmed would be
- retained for the period of time indicated.

Establish retention schedule for re-
cords for which there is a continuing
accumulation. The records * will cease to
have volue to warrant their retention ofter

/

_ the period of time indicated.

4,
ltem
- No.

; 5. Description of Records
" Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes, and quantity

Works

6. Recommendation
of Hall of Records -
and Board of Publuc

1.

{cubic or linear fee'r) Show recommended retention penod

, e
“ioo

CORRESPONDENCE

Quantity: 3 oubio‘feet'

Dates: 1932 ==
File Arrangement: Alphabetioal :
Annual Accumulation: . 1/4 cubioc foot
2% oublo feot . - o

Disposable Amount:

Correspondence with individuals,- private firms, various
State and County agencles, etc., concerned with the
functions of the CIerk's offioe.,.;uh,ﬂ_”,:“...“,

RETAIN FOR THREE YEARS AN’D THEN DESTROY.

LICENSES - }- - y.]ﬂ = f-,}”:ﬂf

hO oubio feot

RECOMMENDAT ION:

Quantity°
Dates: 1932 ==

Fille Arrangemént:

- Annual Accumulation:
“+5 Disposable Amounts.
Audited by: State

‘Ghronologloal . L.
-3 cubio feet .. ..

Applications for, and stub records and carbon coples of
the following annnal licenses 1ssued by the clerk of
Courtxr ‘ ) : ,

»
I}
t

mssmN

/

A

APP R(JV‘ED

HALL OF RECORDS €O

7. Agency, Division or Bureau Representative

U g lpifd  Clnk, M@Wﬂéda

9/ 5 /58"

Ygnature Title

Date

“gi-dule Authorized as Indicated in Col. 6 by Hali of ,
’rds Commission.

+ Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

Secretary

Archivist " Date i > . : R
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' /‘,Hn RM 1A : N ' ‘ "—*/'\ ' | SCHEDULE™ Q a4
(91:83) . V (__¢UEST FOR RECORDS RETENTION S HewULE No.

i &
"/ Hall of Records (Continuation Sheet)
/ Commission . . PAGE

» ) NO. -~ 2.‘ . A o8
4 5. Description of Records ‘ 6. Recommendation

’ltém ‘ Describe records accurately. Include title, form number, size of documents, | of Hall of Records »

No. | = work or activity to which the records relate inclusive dotes, and quantity - | and Board of Public !

o (cubic or linear feet). Show recommended retention period. . : Works. 3 s

¢

\

B

PR}

ki

Amisement .,p'ﬁ. Laundry . :--:..Eﬁgﬁ:ng.qqu~qgmm. ol R
Beer ' Ligquor e, L ' : L
Billiard Table - Motion Pilotwre Maohino T
Bowling Alley . Motion Picture Show - . .. i tree
i Carnival . Music Box : ‘-v,~~,.r_%: :
i Chain Store . .Pinball :

T Cigarette "~ Plumbers and Gasfitters : _
Cirous : Pushers - ¥
Cleaning, Dyeing Restaurant or Eating Plaoo

and Pressing ,Show

Construction Firm . Soda Witer Fountain R
.+ |..or Company.. . . Solid Fuel . . :

Duck Blind - - Storage Warehouse : . . N TR
Exhibition . ¢ - * Theater T
Fishing - - ~~""Trader S <~'ag”:# '
Garage < . Trailer Camp : f e
Hawker and Peddler Vending Machine b*“*"
Horse and .Jack - - Wholesale Dealer in Farm Mnchinery
Hunting ' o , D e
Ice

e

APPROVED
_HALL OF RECORDS_COMMISSION _

t

LRI

‘ - | A1l licenses issued with the exceptlon of Duck Blind, ‘
Fishing, and Hunting licenses, are prepared in three D CER TR
copies, The first goes to the licensee, the second to | =~ - - . 7=
. | the Comptroller, the County Commissioners, or town . S :
.. | (depending upon which derives revenues from the licenao), T C
and a third is retalned by the Clerk. All liocenses
except Duck Blind, Fishing{ and Hunting licenses are
recorded in the permanent "License Books," and all
business licenses are &lso recorded on a card file which | - -~ .
N is arrenged by name of licensee, One copy of .each Duck et
“~.1Blind, Fishing, and Hunting license 1s retained in the o
Clerk's office, and another sent to the Department of -~ | - -
Game and Inland Fish, Gross amounts received for all '
licenses are entered each day in the Income and Dis~- ’ B
bursements Book, which is the permanont finanoial record | o
of the Clerk's orfice. = ~

RECOMMENDATION:  RETAIN FOR. THREE: YEARS OR. UNTIL AUDITED,
. WHICHEVER IS LATER, AND THEN DESTROY, -

3. |RECEIPTS | o L
. ] ‘ _ Lo nE ‘.g_p’p»:'QQ \J }4:1) 3:), 1.
Quantity: 147 cublc feet : B AR o 1 RLIC WirkKs

Dates: 1932 == sra1_3$99
File Arrangement: Chronological )
. Annual Accumulation: 16 cubilo feet A - : '
. Disposable Amount: 99 ocublo feet W-/V\
Audited by: State _ . Becretary
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CREE ( %3JEST FOR RECORDS RETENTION WHibULE
,.}{.’Holl of Records . (Continuation Sheet) AGE
: PAGE . o .
[ ]

Commission . . :
)

4 S. Description of Records 6. Recommendation
Item Describe records accurately. . Include title, form number, size of documents, of Hall of Records
'N work or activity to which the records relate, inclusive dates, and- quannty and Board of Pubhc
0-. (cubic-or linear feet). Show recommended retention period. ', Works, ;
R}

Three types of printed forms, oontained in three con-
ourrant series of reoeipt books- " , :

SION .

. de Recording Receipts - used 1n reoeipting for any
' money received by the Clerk except Marriage .
License and Law and Equity fees,

~
N
-

2, Marriage Licenae Receipts - used in reoeipting
' for marriage license fees,

3. Law .and Equity Recelpts - used in receipting for
: Law and equity fees,

APPROVED
HALL OF RECORDS COMMI:

?i " |Recording Recelpts and Marriags License Recelpts are
f | - prepared in duplicate, the original going to the payor,
a ‘ and the copy remaining ln the recelpt book., Law and

: Equity Recelpts are prepared in triplicate, the original
going to the payor, the duplicate to the Court Case File,
and the triplicate remaining in the receipt book. All
receipted transactions are recorded by receipt number, and
A gross amounts recelved each day are shown in the Income
‘ and Disbursements Book, which is the permanent finanoial
: rocord of the Clerk's office,. -. - : R

é , REOOMMENDNTION: RETAIN FOR THREE YEARS OR UHTIL AUDITED,
| - 'e ' WHICHEVER IS LATER AND THEN DESTROY. e

. 4 ADMINISTRATIVE ACCOUNT'[NG RECORDS . _
. “Quantity:' 30 cubio feet S '(§ 5 g""’\ DEy) !-:

. .1': - Dates: 1932 ==: . L. BOaerwe ) HLM With s
5 : ) © File Arrangement : Chronological -w-:uau,.j_mP,yJ-wa -

e ' ‘ Annual Accumulation: 2 cuble fest ... . ...

3 Disposable Amounts: 24 cubio;reat e

' Audited by: - State o '

This item includes the following accounting records, used
ag supporting data to the final book of entry., The
transactions which they concern are recorded in the Incom¢

and Disbursements Book, which 18 the permanent finanolal |

record of the Clerk's office, ..

3 . ;'Paid invoices and bills, and reoeipts for supplies
. _ and services connected with the operations of the

., Clerk's offioce.

‘ . Banking records, including check stubs, canceled
cheoks, bank statements, deposit slips, ocheck
books, and bank books, s

Coples of monthly and annual reporta to the State
Comptroller, K
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Hall of Records

(Contmuahon Sheet)

Commission ] . PAGE ) ) .
NO. Ll:‘. : -
5. Description of Records 6. Recommendation
em . Describe records accurately. Include title, form number, size of documents, of Hall of Records .
: ' . work or activity to which the records relate, inclusive dates, and quantity and Board of Public ¢+
°. {cubic or linear feet). ‘Show recommended retention period. - { Works. :

COoples of payrolls &and supporting doouments sent to
’ the Employees' Retirement System, and corre-
spondence pertaining thereto.

Corraspondanoe with the Stato Comptroller and other
offioials on fiscal mattera. ‘ ’

State Treasury Warranta, R

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED,
. - WHICHEVER *S LATER, AND THEN DESTROY.

S. |ROUGH DOGKETS A

APPROVED
'HALL OF RECOROS COMHMISSION

" Quantity: 2 cubic feet .

.~ Dates: 1933 = 1949 . L
. P4le Arrangement: Ohronological a
Annual ‘Accumulation: None
Disposable Amount: 2 cubie feet -

Temporary dockets made solely for'thevconVSniencé of the
judges 1n court, All information in these dockets ia’
. recorded In permanent form in the Civil and Criminal
Dockets of Prince George's County.  This material is
oonsidered non-record within the meaning of the statute
governing non-record material. (Art, 41, Seo. 155, -
Annotated Code of Maryland, 1951 edition.) : '

6. |SUB-INDEX SHEETS D i

N . Quantity: 10 cubic feet Lo \.*\:’S*zqs;ﬂ'zuLj IR
“~|. - . Datess 1930 == - S e ﬂ‘)PF?P LRI
13 1@53

' LLie works
File Arrangement: Alphabetical Dot ;
Annual Accumulation: 1 cubic foot - I e

Disposable Amount: 5 cubiec feet

Buff Sub-Index sheets used in the Cott system of reoords
indexing, These sheets are placed between the pages of
permanent index books, and are used to record new indexing
data on a temporary basis. After a certain period of
time, usually ten years, the-information on the Sub-Index|
sheets is transcribed onto Temporary Index Cards, and
subsequently copied from the Index Cards into new
permanent Index Books, When the new Index Books are
completed, the Sub-Index Sheets are removed from the
_ older books and no longer have any use or value, After
the information on the Sub=~Index sheets has been tran-
@ |scrived into new Index Books, the Sub-Index sheets are
considered non-record within the meéaning of the statute
governing non-record material, (Art. 41, 800, 155,
Annotated Code of Maryland, 1951 edition.)~
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Temporary Index Cards used in the Cott system of record .

every ten years, the accumulation of indexing data on
temporary Sub-Index Sheets must be transoribed into new

The cards are then sorted into the alphsbetical sequence

Quantity: 32 cublo feet ' -
Dates: 1930 : : '
File Arrangement: Alphabetical
Annual Accuwmilation: None
Disposable Amount: 32 oubic feot

(See Item No, 6) At ocertain periods of time, usually

Index Books, This data is first coplied on Temporary
Index Cards, using one card for each transaction recordedj

desired, and are copied into the new Index Books, When
this copying has been completed, the Temporary Index

Cards are considered non-record within the meaning of the
statute governing non-record material, '(Art. i1, Sec. 155;-

Annotated Code of Maryland, 1951 edition.)
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4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dotes, and quantity and Board of Public
’ (cubic or linear feet). Show recommended retention penod ; Works. :
. ~ ;
7. | TEMPORARY INDEX CARDS . . . @i e

APPROVED
HALL OF RECORDS COMMISSION
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